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BYLAWS OF THE DEPARTMENT OF BIOLOGY
I.
Introduction

The following policies and procedures, including the provision for subsequent amendment, constitute the Bylaws of the Department of Biology (department name changed from Biological Sciences, May 2005).  The department of biology for the purposes of these bylaws, consists of the full-time members of the teaching faculty of Biology.  Part-time biology faculty may volunteer to participate in departmental committees at the discretion of the department of biology. The Bylaws were approved on an interim basis by a majority of the Department faculty on May 18, 1978, and became effective immediately.  Final approval was given on December 12, 1978.  In the event that there is a conflict between provisions of this document and either the CSC-AAUP Contract or the policies and procedures approved by the CCSU Faculty Senate, both the contract and the Faculty Senate policies and procedures have precedence.  Department bylaws may be suspended temporarily by a 2/3 vote of the department.
II.
Faculty Responsibilities


A.
General Functions and Responsibilities which all faculty share:



1.
attendance at all scheduled classes



2.
preparation for all classes



3.
observance of office hours



4.
advisement of assigned student advisees



5.
selection of textbooks and related materials for assigned courses

6.
submission of requests for supplies and equipment required in assigned courses (except where this responsibility is assumed by an assigned laboratory coordinator)

7.
participation in departmental decision making through attendance at department meetings

8.
support of departmental activities such as lectures, seminars and open house activities

9.
care of departmental equipment and facilities

10.
observance of administrative deadlines (e.g., book orders, supply requests, lab preparation requests)

11.
participation in departmental student evaluation of teaching and courses
B.
Other Functions and Responsibilities which may be applicable:



1.
supervision of student assistants and work study students

2.
participation in university and/or departmental committees to which the faculty member is elected or appointed



3. 
supervision of assigned facilities such as a laboratory specialty
 room or storage area

III.
Department Chair

A.
Functions and Responsibilities – The Department Chair is a representative of the faculty with administrative responsibilities to the students, faculty and administrators of the University.  The Chair represents the interests of the Department to the Dean of Arts and Sciences for the administration of the Department with respect to personnel, curriculum, budget, facilities, interdepartmental relationships and student relationships.

1.
Departmental Personnel – The Chair is responsible for seeing that each member of the Department fulfills his/her professional obligations.  The Chair assists in the evaluation of faculty for tenure, promotion, and professional assessment.  The Chair, in consultation with the department, appoints faculty advisors, coordinators, and members of the following committees:  Search, Safety, Building, Library, Web Page, Professional Education and other ad hoc committees which may be formed by the Chair to deal with issues as they arise.  The Department Chair schedules all course offerings and makes all teaching assignments.  The chair shall be responsive to appropriate requests and inquiries from the faculty.  The Chair also shall be responsible for prompt and complete dissemination of all information intended for the faculty and thus keep the faculty well informed.
2.
Curriculum – The Chair exercises leadership in curriculum development.  The Chair is responsible for providing information with respect to course offerings, course descriptions and curriculum requirements, including catalog copy.

3.
Budget – The Chair is responsible for preparation of an annual budget for the Department’s equipment, supplies, part-time day and evening faculty, student help, and service contracts.  The Chair will receive departmental allocation of funds from the Dean of Arts and Sciences.  The Chair is responsible for the ordering of equipment and supplies within this allotment.  The Chair is to maintain appropriate records of requisitions, receipts of materials and expenditures.

4.
Facilities – The Chair assigns facilities allocated to the Department.  The Chair is responsible for the adequate storage and maintenance of the equipment used by the faculty.  The Chair makes requests for and distributes building and room keys.  The Chair provides information regarding the use of facilities within the department.

5.
Student Relationships – The Chair supervises the admission of majors and minors to the Department.  The Chair supervises the academic advisement of students.  The Chair shall give due consideration to student concerns.

B.
Method of Selecting the Department Chair

The Department Chair is appointed for a term not to exceed three years by the President upon recommendations of the Dean of Arts and Sciences and the Department.  The recommendation by the Department shall be based upon the results of an election.  The election shall be by secret ballot.  The election shall be held in the spring semester of the second year of the three-year term.  Any full-time tenured member of the department is eligible to serve as Chair.  Any full-time member of the department may make a nomination after first ascertaining that the nominee is willing to serve if elected.  The election, including the solicitation of nominations, will be conducted by an ad hoc election committee which shall consist of three department members not wishing to be considered for the position, who are elected by the Department.  The election committee shall have the following responsibilities:

1.
Solicit nominations by secret ballot

2.
Prepare an alphabetically ordered, secret election ballot containing the names of those nominated and willing to serve.  The nominee who receives the majority of votes, based on the number of full-time department members, shall receive the Department’s recommendation. 
3.
Establish a voting time and place

4.
Obtain the services of the Physics and Earth Sciences Chair or  the Chemistry Chair as official counters.  The official counters will inform the Election Committee only of the name of the person elected by a majority of the full-time faculty.  In the event that a run-off election is required, it shall be between the two individuals who receive the highest number of votes in the first election; and the election committee shall be informed of those names, listed alphabetically.
5.
Notify the candidates and the Department of the results.

6.
Notify the Dean of Arts and Sciences and the President of the University following the procedures prescribed by the Faculty Senate in FS-96-14-B.

C.
Method of Replacement Before the End of a Term.

The Department may, by a two-thirds vote of all full-time department faculty members, recommend to the President of the University that the Department Chair be replaced before the expiration of the Chair’s term.

IV.
Other Departmental Administrative Positions

A.
Chair Designate – The person appointed by the President as the Chair Designate will, in the semester prior to assuming the chair, serve as an assistant to the Department Chair, for which service from one to three hours of load will be awarded.

B.
Assistant Chair – The Department Chair may assign a portion of the Chair’s administrative load to another faculty member who will serve as assistant Chair with duties and term office to be determined by the Department Chair.

C.
Acting Chair – In the event of prolonged illness or absence due to academic leave the Department, with administrative approval may elect an Acting Chair to serve as temporary replacement.  The Acting Chair will have all the responsibilities and authority normally vested in the Department Chair.  The Department will inform the appropriate administrative officers of the election of an Acting Chair.

D.
Special Program Coordinators – The Department Chair, with the approval of the Dean of Arts and Sciences, may appoint special program coordinators and specify the administrative load each coordinator receives.  The Department shall be consulted prior to each appointment.


The following Special Program Coordinatorships (see Appendix A for the name of faculty assigned), have been approved by the Department:
1.
Program Coordinator for the Health Professions – Coordinator receives one load hour per semester and serves the University as the chief health professions advisor, coordinator of health professions programs and liaison with affiliated hospitals.

2.
Program Coordinator for Nurse Anesthesia – The Coordinator receives two load hours per semester, serves as the academic advisor to all full-time and part-time students in the M.S. Biological Sciences:  Anesthesia and M.S. Biological Sciences: Health Sciences Specialization and as the liaison with affiliated hospitals.  The coordinator meets with the New England Assembly of Nurse Anesthesia School faculty and insures that the University is in compliance with all requirements for accreditation.

3.
Program Coordinator for Teaching (B.S.Ed./M.S.) – The Teaching Coordinator is elected to two-year terms by the department and receives one load hour per semester for the following responsibilities:

a.
ADVISING – serve as an advisor for elementary and secondary students majoring, minoring, or specializing in biology; coordinate portfolio preparation for biology majors in secondary education.

b.
OUTREACH – arrange opportunities for students to volunteer in community/professional activities.

c.
INTERNSHIPS, SPECIAL PROJECTS – arrange and coordinate career and research opportunities

d.
NEEDS ASSESSMENTS – conduct regular program evaluations.

e.
CURRICULUM DEVELOPMENT – initiate changes in curriculum reflected by needs assessments.

f.
GRANTS – seek and coordinate grant support.

g.
With the School of Education and Professional Studies – COORDINATE secondary teaching assignments; evaluate biological preparation for graduate certification of students

h.
REPRESENT specialization on departmental Graduate, Curriculum, and Planning/Budget/Assessment committees and on the NEW Committee



4.
Coordinators for:
· Ecological/Biodiversity/Evolutionary Program (EBE)

· Environmental Science Programs

Each of the above coordinators is elected by the Department for two-year terms and receives one load hour per semester for the following responsibilities:

a.
ADVISING – serve as an advisor and coordinate advising among faculty in specialization

b.
OUTREACH – arrange opportunities for students to volunteer in community/professional activities

c.
INTERNSHIPS, SPECIAL PROJECTS – arrange and coordinate career and research opportunities

d.
NEEDS ASSESSMENTS – conduct regular program evaluations

e.
CURRICULUM DEVELOPMENT – initiate changes in curriculum reflected by needs assessments
f.
GRANTS – seek and coordinate grant support

g.
REPRESENT – specialization on departmental Graduate, Curriculum, and Planning/Budget/Assessment committees

E.
Laboratory Coordinators (See Appendix A for the names of faculty
assigned)

1.
The Department Chair will appoint a laboratory coordinator for the following courses: Bio. 113, Bio. 121, Bio. 122, Bio. 211.  Each course coordinator will receive a minimum of one load hour per semester for discharging the following responsibilities:

a.
Coordinating the lecture and laboratory schedules through weekly meetings and/or memoranda.

b.
Developing and reviewing curriculum for lecture and laboratory.  Ensuring that each week’s laboratory is set up and taken down on schedule by the Science Technical Specialist .

c.
Submitting textbook orders to Department secretary for submission to the University Book Store; and submitting orders for supplies and equipment to the Science Technical Specialist in a timely manner.
d.
Photocopying laboratory instructions, syllabi, and schedules.
f.
Other duties as may be required by the specific nature of the course.


F.
Other Coordinators:

1.
Science Computing Lab Coordinator – The coordinator from Biology receives two load hours per semester for the following responsibilities: Oversight  of the Copernicus Science Computing Laboratory  (CSCL) including scheduling and supervision of student lab assistants; scheduling class and faculty use of the CSCL; support for CSCL web page; preparation and submission of report on annual operation and budget for the CSCL; long-term planning for the CSCL; ordering supplies and equipment; and support of computers and peripherals in the CSCL.
2. Greenhouse Coordinator – The coordinator from Biology receives two load hours per semester for the following responsibilities:  the proper care and operation of the greenhouse; supervision of student help and university assistant assigned to greenhouse; ordering of supplies and equipment; and appropriate use of the facility for teaching, research, and public service purposes.
G.
Special administrative assignments for which no load credit is given.  The Department Chair and/or the Department may appoint faculty members to special administrative or supervisory positions for which no load credit is given.


Specifically, the Department recognizes the following assignments (see Appendix A for current faculty assignments):


Position



Responsibilities 


1.  Herbarium Curator


Responsible for the security

and well being of the herbarium collection, associated records, and the facilities.

2.  Vertebrate Museum Curator
Responsible for the security 
and well being of the zoological collections and the associated records of the museum.



3.  Facilities



     Supervisor



Each laboratory and special use 








room assigned to the Department not 






mentioned above will have at least 








one faculty member  assigned as the








“person-in-charge”.  The designated 








member(s) will be responsible for 








the security and well being of the 








facility.  The member will maintain








an inventory record of major items 








of equipment normally housed in the








room.  No supplies or equipment 








will be removed from the room 








without the prior knowledge of the








person-in-charge.



5.  Library Liaison


The Library Liaison serves to

                                                                                    coordinate all departmental requests

                                                                                    for library books, reference and 








periodical purchases with the 








appropriate Elihu Burritt Library 








personnel.  The Library Liaison 








also serves as Chair of the 








Departmental Library Committee.

V.
Departmental Decision-Making – The Department meeting is the forum in which


Departmental decision-making normally takes place.


1.
There shall be at least one meeting each semester.  Additional meetings



may be called by the Department Chair as the business of the Department 



requires.  Upon the request of at least one third of the Department

members, the Department Chair will call a meeting within 10 days of 

receiving the request.


2.
The quorum for a Department meeting will be one half of the full-time



members, not counting members on academic leave, plus one.  All 



decisions will be by simple majority, except in the vote to replace the



Department Chair and in the vote to approve and amend the Bylaws,



in which case a two-thirds vote of the entire Department will be required.


3.
The Department Chair shall distribute an agenda at least two days before



each meeting.

4. 
Department Meeting Minutes will be distributed via electronic mail by 
the secretary pro tempore at least three working days before the next

meeting.  A file of the agenda and minutes of each Department Meeting
will be maintained in the Biology office by the Department Chair.

5. 
The Department Chair will conduct Department Meetings informally

unless at least one member of the department requests following most current edition Robert’s Rules of Order Newly Revised available within the department and will appoint a Parliamentarian to provide procedural advice.

VI.  Departmental Standing Committees and University Committees
       A.  The Standing Committees of the Department include the following (see 


 Appendix B for the current membership):


 Academic Standing Committees


1.
Student-Faculty Committee (SFC)


2.
Graduate Studies Committee (GSC)


3.
Curriculum Committee (DCC)


Administrative Standing Committees


1.
Planning, Budget, and Assessment Committee (PBA)


2.
Departmental Evaluation Committee (DEC)


3.
Summer School Committee


4.
Sabbatical Leave Committee

B.
General Guidelines for Departmental Standing Committees and University Committees 


1.
Elections for all Departmental Standing Committees will take place

by September 15th of each year.  New terms of office shall begin immediately following the end of elections, except for the DEC, in which case the new term of office shall begin the next fall semester, following election in the preceding spring semester.  Elections for University Committees shall be held during each Spring semester and new terms of office shall begin the next Fall semester.  Elections shall be held to fill vacancies at the next department meeting after a vacancy on a committee has been created or of the vacancy of a departmental committee representative.   
2.
Each Academic Standing Committee will elect a Chair and a secretary



at the first meeting.  Minutes of each meeting will be

distributed electronically by the Secretary of each committee to committee members and a hardcopy shall be added to the central file for that committee in the Biology Office.


3.
The initial meeting of each Administrative Standing Committee will be



called by the Department Chair who will serve as its meeting Chair.


4.
The Department Chair will be an ex officio member with voting 



privileges of all departmental standing committees.


5.
All elections to Department and University Committees will be conducted



in two phases.  In the first phase the Department Chair will notify the



Department of vacancies to be filled.  The notification should include the



name of the member vacating the position and whether or not the member



is eligible to succeed himself.  The second phase, to be conducted no



sooner than seven days after phase one, shall consist of nominations and



elections.  All election voting will be by secret ballot.


6.
Department Members elected to University Committees shall endeavor to



keep the Department informed of matters important to its welfare.

7.
Members representing the Department in University Committees will reflect Departmental points of view when voting in University Committees.

8.
The department may, by a majority vote, recall any departmental representative to a University committee or any member of a Departmental committee.

C.
Student-Faculty Committee

1.
Functions and Responsibilities

a.
To provide an avenue for student input into departmental policies, practices, and decision-making, especially in the area of curriculum development.



b.
To promote better student-faculty relationships by providing




opportunities for students and faculty to get together socially




and informally.



c.
To be a liaison between the Biology Club and the Department.


d.
To develop opportunities for students to participate in professional

meetings.


e. 
To solicit student interest and participation in the committee.

2.
Membership:  Caducean Club and three additional faculty members in Biology and two to four student members who are biology majors.

3.
Selection:  The three faculty members shall be elected for two-year

terms.  Elections for the vacated positions shall be held by September 15.  New terms of office shall begin immediately following the end of elections..  The student members shall be undergraduate or graduate Biology majors and shall be appointed by the Faculty members of the committee..

D.
Graduate Studies Committee


1.
Functions and Responsibilities:



a.
To review and recommend to the Departmental Curriculum




Committee and/or to the Department all proposals and 




recommendations regarding graduate courses and programs




in biology.



b.
To formulate and recommend to the Department academic




policies affecting graduate matters, such as courses, programs,




degree requirements, candidacy policies, advisors, procedures,




etc.



c.
To serve as an Admissions Committee that reviews applicants to

the Graduate Programs in Biological Sciences, except the Anesthesia Program, and makes recommendations




to the Dean of the Graduate School concerning the acceptance




of such applicants.



d.
To solicit applications for Graduate Assistantships in Biology




and to recommend candidates for appointment to the Dean of the




Graduate School.



e.
To handle appeals for people who have been rejected from M.S.




and M.A. Degree Programs in Biological Sciences when requested
to do so by the Appeals Subcommittee of the Graduate Studies
Committee.


2.
Membership:  Department Chair and four faculty members in
Biology, including the Anesthesia Program Coordinator and one of whom is the departmental representative to the University Graduate Studies Committee. The remaining (at-large) faculty members are to be elected by the Department.

3.
Selection:  At-large members of the Committee are elected by the

Department to two-year terms not later than September 15, which is the date of initiation for the term of service.

E.
Curriculum Committee


1.
Functions and Responsibilities



a.
To review and consider new course proposals, curriculum




changes, and new programs referred to the committee by any




member of the department.  After consideration, the proposals




will be brought to the Department for final consideration with




or without specific recommendation from the committee.



b.
To carry out reviews of existing courses and/or programs as




recommended by the Department Chair, Departmental 




Committees, or action of the entire department.

c. To review and consider curriculum revisions and additions that 


may affect programs of the Biology Department.
d.
The Biology Department will have a day-long meeting at the end of the spring semester each year; each year the Department Curriculum Committee will propose an agenda for this meeting with a focus on one or a few topics related to the department’s curriculum.

2. 
Membership:  Department Chair and five members that must include the

departmental representative to the University Curriculum Committee,

and coordinators for E/B/E, Teaching, and Environmental Science. 


3.
Selection:  At-large members of the Committee are elected by the

Department to two-year terms not later than September 15, which is the date of initiation for the term of service.

F.
Planning, Budget, and Assessment Committee


1.
Functions and Responsibilities



a.
To review the education mission statement of the Department




and recommend modifications if necessary

b.
To recommend to the Department and implement methods by which the Department can assess the extent to which departmental




goals are met.



c.
To recommend to the Chair and Department allotment of travel

funds and acquisition of equipment.

d. To assess and recommend to the Chair and Department the

equitable and most efficient use of facilities.



e.
To assess department needs and recommend to the Chair and

Department hiring priorities for faculty positions.  

2. 
Membership:  Department Chair and five members that must include the coordinators for E/B/E, Teaching, and Environmental Science and two at-large faculty members elected by the Department.

3.
Selection:  At large members of the Committee are elected by the Department to two-year terms not later than September 15, which is the date of initiation for the term of service.

G.  Departmental Evaluation Committee

1. 
Preamble: The goal of the departmental evaluation committee is to

encourage departmental and university service and to promote continued growth in teaching and scholarship.

2. 
Functions and responsibilities – To conduct all evaluations for promotion, tenure and professional evaluation.  The DEC will follow the criteria established in the CSU-AAUP contract (see AAUP Website for details).  Once the DEC is elected, it will notify those members of the department who will be evaluated for promotion, tenure, sexennial evaluation, or annual evaluation.  
3.
Membership: The Department Chair and three tenured faculty members of the department.

4.
Selection: Three faculty members elected early each spring for a one-year term beginning September 1.
H.
Sabbatical Leave Committee


1.
Functions and Responsibilities

a.
To review and provide feedback on draft sabbatical leave proposals and to evaluate and rank final proposals from eligible members.

b.
To transmit along with departmental recommendations, all sabbatical leave proposals, to the Dean of Arts and Sciences.
2.
Membership:  Three faculty members elected by the department plus the Department Chair who shall serve as the Committee Chair.

3.
Selection:  At large members of the Committee are elected by the

Department to one-year terms not later than September 15, which is the date of initiation for the term of service.

VII.
Other Departmental Committees

A.
Ad hoc Committees – General Guidelines:  The Department
chair and the department may create ad hoc committees to
serve special short range functions.
1.
The Department Chair will call the first meeting of an ad hoc committee no more than two weeks after the committee is formed.

2.
At the first meeting of a committee created by the Department  the committee will choose a Chair who will preside over subsequent meetings and a secretary who will keep a written record of Committee meetings.  For committees appointed by the Department Chair, decisions concerning committee organization will be made by the Department Chair.

3.
Ad hoc committees are automatically dissolved when their special function is complete.
B.
Search Committee – the Search Committee is a special


ad hoc committee elected by the department whenever a new full-time faculty member is to be hired.  The Committee will consist of four faculty members plus the Department Chair who will preside over meetings of the Committee.  The Committee will review all applications received by the deadline and rank the applicants.  

Leading candidates also will be invited for site visits and interviews.  Leading applicants also will be invited to present seminars for students and faculty.  Finally, after soliciting opinions from all department members, the Committee will recommend to the Department the best-qualified candidate for its approval.  Upon departmental action, the Department Chair will notify the Dean of Arts and Sciences of the Department’s recommendation.
C.
Permanent Advisory Committees – Permanent Advisory committees may be created by the Department Chair and/or the Department.  Members are appointed by the Department Chair at the first department meeting of every Fall semester.  These Committees meet at irregular intervals and only when the need arises.  The following Committees are advisory committees:

1.
Departmental Web Site Committee – The Department Chair shall appoint one faculty member who will be responsible for maintaining the Department web site.
2.
Departmental Library Committee – The Departmental Library Committee assists and advises the Library Liaison who serves as Chair of the Committee and who is responsible for coordinating departmental requests for the purchase of library materials for the Elihu Burritt Library.

3.
Departmental Professional Education Committee – The Departmental Professional Education Committee assists the Department Chair in matters pertaining to professional education.  The committee interviews students who apply for admission to the School of Education and Professional Studies (SEPS) and makes recommendations to the Biology Department and subsequently to SEPS.

VIII.
Amendment of the Bylaws – The Bylaws, excluding the appendices, may be amended by a two-thirds vote of the full-time departmental faculty.

Appendix A, Appendix B, and policies and procedures in Appendix C, which are mandated by the CSU AAUP/BOT contract and the CCSU Faculty Senate will be updated annually by the Department Chair.  Other policies and procedures covered in Appendix C and Appendix D and all subsequent appendices may be approved or amended by a simple majority of the Department.
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CURRENT FACULTY ASSIGNMENTS

A-1

APPENDIX A – CURRENT FACULTY ASSIGNMENTS

Position





Name
Program Coordinator for the 



Ruth Rollin

Anesthesia Program
Program Coordinator for the



Peter Osei

Health Professions and 

Chief Health Professions Advisor

Environmental Science Program Coordinator 
Clayton Penniman

Laboratory Coordinator – Biology 113
Peter Osei



      Biology 121
Barbara Nicholson 




      Biology 122
Jacob Krans



      Biology 211
Jeremiah Jarrett
Greenhouse Coordinator


Thomas Mione

Herbarium Curator



Douglas Carter







Thomas Mione

Zoological Museum Curator


David Spector

Room Supervisor
C – 301

Barbara Nicholson




C – 304

Biology Chair



C – 310

Biology Chair





C-319


Biology Chair











C-321


Clayton Penniman







Barbara Nicholson




C – 323

Biology Chair



C-324


Jeremiah Jarrett



C -331


Biology Chair



C-424


Ruth Rollin



C-401


Mark Jackson



C – 405

Biology Chair



C – 407

David Spector




C-332


Biology Chair




C-333




C-337


Tiffany Doan



C-351


Clayton Penniman




C-601, C-602,




C-603, C-604,




C-605


Thomas Mione

Library Liaison



Sylvia Halkin

APPENDIX B

DEPARTMENTAL 
COMMITTEE MEMBERSHIPS

B-1
APPENDIX B – DEPARTMENT COMMITTEE MEMBERSHIPS
Since the composition of each committee changes (in some cases annually) an insert listing current memberships will be provided for each academic year.  The Chairman is an ex officio member of all committees.

I.
Academic Departmental Standing Committees – Terms of office begin September 15 of each academic year.  (Date indicates expiration of term.)


A.
Student-Faculty Committee

S. Halkin (2008-2010)

Mark Jackson (2008-2010)

B. Nicholson (2008-2010)

Caducean Club Advisor – Peter Osei


B.
Graduate Studies Committee

The departmental representative to the College Graduate Committee is an ex officio member.

Ruth Rollin (Nurse Anesthesia rep)

Clayton Penniman (2008-2010)
Tiffany Doan (2008-2010)
Barbara Nicholson (2009-2011) (Univ. rep. term 2009-2011)

Tom Mione (2008-2010)



C.
Curriculum Committee

The departmental representative to the College Curriculum Committee is an ex officio member.

Joshua King (Teaching Rep.) 

Clayton Penniman (2009-2011) (Env. Rep.)

Tiffany Doan (2009-2011) (E/B/E Rep.)

David Spector (2007-2009)

Mark Jackson (2009-2011)

Ruth Rollin (2008-2010) (University Rep.)
II.
Administrative Departmental Standing Committees


A.
Departmental Evaluation Committee (terms of office begin 








September 1 of each year)



Doug Carter (Chair)


Clayton Penniman


Barbara Nicholson
B.
Summer School Committee (terms of office begin






October 1 of each year)

David Spector

Barbara Nicholson

C.
Sabbatical Leave Committee (terms of office begin 






October 1 of each year)

S. Halkin

M. Jackson
D. Spector


D.
Planning, Budget, and Assessment Committee




(Terms of office begin October 1 of each year.)

Joshua King (2009-2011) (Teaching Rep.)

Clayton Penniman (2009-2011) (Env. Rep.)

Tiffany Doan (2009-2011) (E/B/E Rep.)

Mark Jackson (2009-2010)

Barbara Nicholson (2008-2010)

III. 
Other Departmental Committees – Terms of office are indefinite.

Ad hoc committees will be populated as necessary by voluntary appointment by the chair.

A.
Building Facilities Committee – Penniman, Zabik (2009-2010)
B.
Departmental Safety Committee – 

Penniman, Zabik, Nicholson (2009-2010)
C.
Departmental Library Committee


Jacob Krans 2009-2011 (Dept. liason)

Halkin, Spector (2009-2010)
D.
Departmental Computer Facilities Committee – 

Krans, Jackson, Clayton Penniman (Chair) (2009-2010)
E.
Departmental Professional Education Committee


Joshua King (Chair) (Teaching Rep. 2009-2011)
David Spector

Peter Osei

Ellen Zemetis
IV.
Other Committees


A.
Pre-Health Professions Advisory Committee

V.
Institutional Animal Care and Use Council (IACUC)

APPENDIX C

EVALUATION POLICIES AND PROCEDURES

APPENDIX C – EVALUATION POLICIES AND PROCEDURES

Appendix C contains all Faculty Senate and Department Policies and Procedures pertaining to the functions and responsibilities of the Department Evaluation Committee, as well as other pertinent information.

1.
Evaluation Information (from CSU/AAUP Collective Bargaining Agreement)

3.
Criterion, Categories, Guidelines and Procedures for Departmental Evaluation Committees

4.
Inventory of Documents Form

5.
Evaluation and Recommendation Form

6.
Department of Biology Methods for Assessment of Promotion, Tenure, Annual and Sexennial Evaluation Criteria

7.
Departmental Evaluation Criteria for Promotion, Tenure, Annual and Sexennial Evaluation

8.
Resume – required outline

9.
DEC Informational Questionnaire

10.
Evaluation of Part-time Faculty

11.
CSU Policies for Student Evaluation of Courses


A.
Statement of Philosophy


B.
Departmental Procedures for Student Evaluation of Courses

C.        Recommended Procedures for Distribution and Administration of

           Course Information Surveys

D.        Departmental Directions for Conducting the Evaluations

E.        Instructions Sheet for Administering Course Information Surveys

F.        Course Information Survey – Sample questionnaire
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ARTICLE 4 
PROFESSIONAL RIGHTS AND RESPONSIBILITIES 
4.1 It is recognized by the parties to this Agreement that the essential excellence of the universities is dependent upon maintaining an atmosphere of academic freedom and professional responsibility. To that end, there shall continue in the universities during the term of this Agreement a system of academic tenure, as described below, applicable to all full-time members of the bargaining unit. It is recognized that tenure is granted for the purpose of protecting and nurturing academic freedom and is not a shield for incompetence or failure to perform duties properly assigned. Although no specific tenure quotas are mandated in the universities, the parties recognize that to maintain an effective tenure system and institutional flexibility, tenure is awarded with great care, and is predicated upon departmental goals consistent with long-range institutional needs and plans. 

4.1.1 It is recognized by the parties to this Agreement that membership in the academic profession carries with it special responsibilities. The Statement on Professional Ethics1 that follows, necessarily presented in terms of the ideal, sets forth those general standards that serve as a reminder of the variety of obligations assumed by all members of the profession. 

4.1.1.1 Professors, guided by deep conviction of the worth and dignity of the advancement of knowledge, recognize the special responsibilities placed upon them. Their primary responsibility to their subject is to seek and to state the truth as they see it. To this end they devote their energies to developing and improving scholarly competence. They accept the obligation to exercise critical self-discipline and judgment in using, extending, and transmitting knowledge. They practice intellectual honesty. Although they may follow subsidiary interests, these interests must never seriously hamper or compromise their freedom of inquiry. As teachers, professors encourage the free pursuit of learning in their students. They hold before them the best scholarly standards of their disciplines. They demonstrate respect for the student as an individual, and adhere to their proper role as intellectual guides and counselors. They make every reasonable effort to foster honest academic conduct and to assure that their evaluation of students reflects true merit. They respect the confidential nature of the relationship between professor and 

1 Citing, without incorporating by reference, AAUP Policy Documents and Reports, 1995, pp. 105-106.CSU-AAUP Collective Bargaining Agreement 2007- 2011 12 

student. They avoid any exploitation of students for their private advantage and acknowledge significant assistance from them. They protect the students’ academic freedom. 

2 As referred to in the 1940 AAUP Statement of Academic Freedom and Tenure. This footnote does not incorporate by reference the 1940 Statement and the Interpretive Comments thereto. 
As colleagues, professors have obligations that derive from common membership in the community of scholars. They respect and defend the free inquiry of their associates. In the exchange of criticism and ideas they show due respect for the opinions of others. They acknowledge their academic debts and strive to be objective in their professional judgment of colleagues. They accept their share of faculty responsibilities for the governance of their institution. 

As members of their institution, professors seek above all to be effective teachers and scholars. Although they observe the stated regulations of the institution, provided they do not contravene academic freedom, they maintain their right to criticize and seek revision. They determine the amount and character of the work they do outside their institution with due regard to their paramount responsibilities within it (see Articles 10.13 and 10.14). When considering the interruption of their services, they recognize the effect of their decisions upon the program of the institution and inform the institution of their intentions. 

As members of their community, professors have the rights and obligations of all citizens. They measure the urgency of these obligations in light of their responsibilities to their subjects, their students, their profession, and their institution. When they speak or act as private persons, they avoid creating the impression that they speak or act for their university. As citizens engaged in a profession that depends upon freedom for its health and integrity, professors have a particular obligation to promote conditions of free inquiry and to further public understanding of academic freedom. 

4.2 Academic Freedom 
The parties to this Agreement subscribe to the following principles of academic freedom2 : 

4.2.1 All members of the bargaining unit are entitled to full freedom in research and in the publication of the results, subject to the adequate CSU-AAUP Collective Bargaining Agreement 2007- 2011 13 

performance of their other academic duties. Freedom in research is fundamental to the advancement of truth. Members are also entitled to freedom in the classroom in discussing their assigned subjects. Members participate as representatives of a learned profession, of an educational institution and of society at large. When they speak or write as members of society, they are free from institutional censorship or discipline, but their special position in the community imposes special obligations. As persons of learning and educational leaders, they should remember that the public may judge their profession and their institution by their utterances. Hence, they should exercise appropriate restraint, show respect for the opinions of others, and make every effort, where appropriate, to indicate that they do not speak for Connecticut State University. 

4.2.2 The parties to this Agreement subscribe to the following additional principles of academic freedom: 

4.2.2.1 All members when teaching shall have professional freedom to conduct their courses, provided that the subject matter is that which has been specified by the University and the appropriate department. 

4.2.2.2 The determination of grades is the responsibility of the instructor of the course. A corollary of this responsibility is the duty of instructors to submit grades to the University Registrar within prescribed time limits. In no case shall an instructor be required to submit final grades in less than three (3) working days from the date of the last scheduled final exam. A grade shall be changed only with the consent of the instructor of the course and with the approval of the appropriate Chief Academic Officer or Dean, except that, in cases of absence of the instructor or of a palpable injustice, the appropriate method of adjusting grades established by the Senate in each university, in agreement with the President, shall be followed. If a grade is changed, the instructor shall be notified whenever possible. 

4.2.3 Claims of Violation of Academic Freedom 
The following procedure shall constitute the sole and exclusive method for processing claims of violations of academic freedom: 

4.2.3.1 Academic Freedom Panel 
Within thirty (30) days of the effective date of this Agreement, the Administration and CSU-AAUP shall each name four (4) representatives CSU-AAUP Collective Bargaining Agreement 2007- 2011 14 

(one from each university) to act on academic freedom matters. The two representatives on each university shall constitute the Academic Freedom Panel which shall be responsible for the implementation of Article 4.2.3.2. 

4.2.3.2 Allegations of violation of academic freedom shall be framed with reasonable particularity, signed, and dated, by the complainant and further indicate whether the complainant or CSU-AAUP shall represent the complainant. Allegations of violation of academic freedom shall be filed with the two (2) university members of the Academic Freedom Panel within thirty (30) days of the incident giving rise to the allegation. The university panel members shall provide copies of the allegations and attachments to persons named as respondents to the complaint. The Panel shall mediate and investigate the complaint in order to effect a mutually acceptable resolution to the matter. Within thirty (30) days of receipt of the complaint, the Panel shall issue written findings and may offer a written recommendation to the complainant and the respondents. These parties shall have fifteen (15) days from receipt of the findings/recommendation of the Academic Freedom Panel to agree to any recommendation by so notifying the Panel in writing. If either party fails to agree, the complainant may initiate further action by forwarding the complaint within seven (7) additional days to the CSU-AAUP President and the Chancellor or designee who shall also obtain a copy of the findings and any recommendation. 

When the above time limits fall within intersession, during weeks when classes are not in session or outside the member’s work year, an initial written request for extension by the complainants, the Panel or the respondents, if any, shall be granted automatically for up to four (4) weeks or until classes have been in session two (2) weeks, whichever occurs first. 

4.2.3.3 Academic Freedom Committee 
The CSU-AAUP President and the CSU Chancellor shall jointly convene an Academic Freedom Committee within twenty-eight (28) days of receipt of the complaint and shall provide them with the Panel findings and any recommendation. This Committee shall consist of those individuals identified in Article 4.2.3.1 who are not employed at the University from which the allegation arises. 

4.2.3.4 At any point in its deliberations, the committee may decide to seek the advice of an expert. If the committee is deadlocked, it shall call CSU-AAUP Collective Bargaining Agreement 2007- 2011 15 

upon an expert, who shall advise the Committee, and/or cast the deciding vote if the deadlock cannot be resolved by the Committee members. If an expert is needed, the Committee shall call upon the co-conveners to select one of the following experts: 

William Berlinghoff Julius Getman 

Walter Metzger John Moon 

Carol Simpson Stern Victor Stone 

Judith J. Thomson 

The selection method shall be as follows: The two co-conveners shall alternately strike one name from the list of experts, until only one name remains; a toss of a coin shall determine who strikes the first name. In the event the expert selected by this process is not available within thirty (30) calendar days, the expert who was stricken last shall be sought. Any costs incurred by the Committee pursuant to resolving an academic freedom allegation shall be divided equally between CSU-AAUP and the Board except when the complainant chooses self-representation. In such a case, costs shall be divided equally between complainant and the Board. 

4.2.3.5 The Committee shall solicit and be provided with relevant information. Such information shall be offered to the Committee subject to the rule of relevancy as determined by the Committee. A hearing may be conducted by the Committee at its own discretion. Within sixty (60) days of filing at the CSU level, unless an extension is ordered by the Committee with the consent of the co-conveners, a written decision shall be rendered to the affected individuals, CSU-AAUP, and the Administration. 

4.2.3.6 The Committee shall have the power to adjudicate substantive issues and to direct a remedy. A remedy may not be retroactive beyond the date of the incident that gave rise to the violation. The Committee’s decision shall be final and binding upon all parties. 

4.3 Tenure shall be defined as the right of a member currently holding tenure or the right of an eligible member to continuous employment in the member’s university, which may be terminated only for causes as cited in Article 16 or upon reaching retirement. Tenure applies only to full-time members. CSU-AAUP Collective Bargaining Agreement 2007- 2011 16 

4.4 Award of Tenure 
The award of tenure shall be selective and conditioned upon positive recommendation through the review process described in Article 4.11 and predicated upon departmental goals consistent with institutional plans and needs. Under the circumstances where a President believes the negative recommendation of a member constitutes an extraordinary injustice, the President may recommend tenure. The probationary period (full-time service prior to the acquisition of tenure) shall not exceed seven (7) years of service in the university provided that all seven (7) years fall within the same ten (10) year period. 

4.4.1 Prior service on special appointment at one of the universities shall be applied to the probationary period at that university. 

4.4.2 Up to three years’ full-time service in other accredited colleges and universities may be applied toward the probationary period by written agreement of the concerned parties at the time of the member’s initial appointment, or not later than the end of the first semester of a member’s probationary service. Such credit for prior service shall not affect notice requirements under Article 4.9. 

4.4.3 Notice of award of tenure shall be made in writing by letter described in Appendix B of this Agreement. 

4.4.4 When a tenured member leaves the bargaining unit for any other non-management position within the University, conditions of return, if any, shall require consultation with the department and written agreement of member, CSU-AAUP and the Board. Any resulting agreement shall prevail over the provisions of any future CSU-AAUP Agreement. 

Tenured members of the bargaining unit appointed to administrative positions (Deans or above) shall retain tenure rights. 

4.5 Conditions of Tenure 
The purpose of the system of tenure is the protection of academic freedom. It remains incumbent upon the member to maintain and improve professional competence, professional growth, and the excellence which occasioned the grant of tenure to the member. To that end, professional evaluations shall be an integral part of the maintenance and improvement of professional competence, growth and excellence. CSU-AAUP Collective Bargaining Agreement 2007- 2011 17 

Consistent with the above, sabbatic and other forms of leave shall be granted as provided under the terms of this Agreement. 

It is recognized that an occasion may arise where it becomes mutually desirable and necessary to facilitate the tenured member’s acquisition of new skills in order to meet the changing needs of Connecticut State University. Institutional tenure shall not be a bar to temporary exchange of faculty between universities, if the member(s) so agree(s) and the universities so consent. Nothing in this Agreement shall prevent the transfer of a member from one university of the system to another university in the system, if the member so agrees, the University so consents and the departments involved are consulted. No member may be transferred to another university in the system if such a transfer would result in the involuntary separation of a member in the receiving university. A tenured member who is offered and accepts a teaching position in another university in the system shall receive tenure in the new university. The parties recognize that a university is placed under no obligation by these provisions to receive a member previously employed in another university in the system. 

4.6 Assignment of Courses to Part-time Members 
Following review of departmental recommendations, the President or designee shall appoint part-time members with no prior employment at the particular university to a part-time classification. 

The parties recognize that part-time members have no guarantee of continuing employment. Part-time members shall be assigned to available courses depending upon the department chairperson’s determination of credentials, experience, and teaching merit. When the chair determines that part-time members have similar credentials, experience and teaching merit, the chair shall recommend for appointment the person with the greatest length of service in the department. Following the chair’s determination based upon the above criteria, appointment shall be recommended to the dean for approval. 

Part-time members who have been continuously employed in a department for ten (10) consecutive semesters, or have taught in a department sixty (60) load credit hours or more, may be offered two-semester contracts, subject to adequate enrollments, satisfactory teaching evaluations that include student opinion surveys, and the continuing of class offerings. CSU-AAUP Collective Bargaining Agreement 2007- 2011 18 

4.6.1 Course Cancellation Fee 
If a class scheduled to be taught by a part-time member is cancelled within seven (7) business days prior to the beginning of the first day of classes, the part-time member shall be paid the sum of $300. 

4.7 Letter of Appointment 
The terms and conditions of every appointment to a full-time position within the University shall be contained in the letter of appointment, which shall follow the format in Appendix A of this Agreement. A copy of the letter of appointment shall be supplied to the member for signature of acceptance and consent, a copy placed in the member’s personnel file (see Article 4.14), and a copy sent to the member’s department. Any subsequent extensions or modifications of such appointment, other than with respect to changes in the Collective Bargaining Agreement as negotiated between the parties to this Agreement, agreed upon between the member and Administration after consultation with the department, and any special understanding between the University and the member shall be stated or confirmed in writing, and a copy shall be supplied to the member, a copy placed in the member’s personnel file and a copy provided to the member’s department. Special conditions of employment are those pertaining to obtaining of degrees and other credentials and explanations of work assignments. A letter of appointment also may highlight contractual provisions provided such reference shall be consistent with this Agreement. Any appointment letter or any extension or modification thereto shall be made available to CSU-AAUP upon request. 

It shall be the obligation of each newly employed member of the bargaining unit to provide all necessary documents relevant to initial employment by reasonable dates agreed to at the time of employment. 

4.7.1 A good faith effort shall be made by all parties to inform part-time members of their employment at the earliest reasonable opportunity. An employment form incorporating their assignment shall be signed by the member and appropriate university officer at the earliest reasonable opportunity and in no event later than the second week of assigned duties. A copy of this Agreement shall be distributed to each new part-time member with the employment form. (See Appendix D) CSU-AAUP Collective Bargaining Agreement 2007- 2011 19 

4.8 Full-time Appointments 
All full-time appointments within the bargaining unit at each university shall be of four (4) types: regular (see Article 4.8.1), special (see Article 4.8.2), final (see Article 4.8.3) and defined term (see Article 4.8.4). All regular appointments shall be of two (2) types: probationary (see Article 4.8.1.1) and tenured (see Article 4.8.1.2). 

4.8.1 Regular Appointments 
4.8.1.1 Initial and subsequent probationary appointments shall be for not less than one (1) year nor more than three (3) years through the sixth (6th) year of service. 

4.8.1.2 A tenured appointment shall be given upon completion of not more than seven (7) years of full-time service (see Article 4.4). 

4.8.2 Special Appointments 
Special appointments shall be for one (1) of four (4) purposes: (a) to bring to the university personnel with unusual knowledge, artistry or exceptional merit, (b) to replace a full-time member on leave, (c) emergency appointment prior to a successful affirmative action search, or (d) appointment to a temporary grant- or contract-funded position. A special appointment carries no expectation of renewal beyond the term specified but may be renewed or repeated provided that the total duration of the appointment shall not exceed two (2) of any six (6) years in cases (a), (b) or (c). When a special appointment is renewed, service shall be deemed continuous. The letter of appointment shall specify the purpose for which the appointment is made and shall include the phrase, “this is a special appointment pursuant to the current collective bargaining agreement.” 

4.8.3 Final Appointments 
A final appointment shall be made subsequent to a decision to discontinue a member on regular appointment in the second (2nd) through fifth (5th) year of service, or subsequent to a negative tenure decision in the sixth (6th) year of credited service. Such appointment shall be for one (1) year and may be given only in this situation. The letter of appointment shall include the statement, “this is a final appointment pursuant to the current collective bargaining agreement carrying with it no expectation of reappointment.” CSU-AAUP Collective Bargaining Agreement 2007- 2011 20 

4.8.4 Defined Term Appointments 
A defined term appointment shall be for a period of not more than five (5) years and normally not less than one (1) year; such an appointment carries no expectation of renewal beyond the term specified, but may be renewed and is subject to the provisions of Article 6.2.2. When defined term appointments are renewed for an additional term, service shall be deemed continuous. Defined term appointments shall be used only for full-time coaches and non-instructional athletic trainers (See Article 6). 

4.9 Standards of Notice for Renewal and Denial of Tenure 
Full-time regular appointments of the first six (6) years shall be deemed continued for the succeeding academic year beyond the term of appointment unless proper notice of non-renewal has been given to the member as prescribed below. 

4.9.1 Full-time members of the bargaining unit who are on an initial one (1) year appointment shall be notified in writing of non-renewal on or before March 1, or for starting dates other than the beginning of the fall semester; written notice of non-renewal will be given not later than three (3) calendar months prior to the termination date of the appointment. 

4.9.2 Full-time members who have completed one or more years of service shall be notified in writing of non-renewal, including the denial of tenure if appropriate, on or before May 31 of the year preceding the contract expiration or for other starting dates, at least twelve (12) calendar months notice shall be given. A full-time member in the sixth year of employment who does not receive a notice of denial of tenure as specified in this section shall be deemed to have been awarded tenure. 

4.9.3 Full-time members who provide less than sixty (60) days notice of resignation or retirement will forfeit two weeks pay unless they have a bona fide medical emergency or receive express written agreement of the President to waive this provision. Full-time teaching members and counselors, shall provide such notice at least 60 days prior to the start of the semester and the effective date shall not fall within a semester. Full-time coaches shall provide such notice at least sixty (60) days prior to the commencement of the season and the effective date shall not fall within the season. 

4.10 Faculty and Presidential Responsibilities 
The parties recognize that scholars have a particular responsibility to exercise their expertise in a particular field or activity and to judge the CSU-AAUP Collective Bargaining Agreement 2007- 2011 21 

work of their colleagues. In the exercise of such expertise it is implicit that responsibility exists for both adverse and favorable judgments. In the areas of appointments, reappointments, decisions not to reappoint, promotions, the granting of tenure, and dismissal, the exercise of faculty judgment through faculty personnel committees is essential to the pursuit and fulfillment of the goal of academic excellence. 

It is recognized that the President has the particular responsibility for the proper allocation of resources within the University and the effective use of the facilities and personnel available. The President is the chief planning officer of the institution and has a special obligation to innovate, initiate and revitalize. The President may at times be required, working within the concept of tenure, to identify and to solve problems of obsolescence. In reallocating personnel and resources to solve these problems, the President will necessarily utilize the judgments of faculty, but in the interest of academic standards, the President may also seek outside evaluations by scholars of acknowledged competence. 

4.11 Evaluation of Full-time Members for Renewal, Tenure and Promotion (See Table 1) 

4.11.1 Evaluation Procedure 
There shall be only one (1) evaluation procedure leading to recommendations regarding promotion, tenure and renewal of full-time members as follows: in accordance with procedures developed by the Senate and approved by the President in an expeditious manner, evaluations of teaching members shall be conducted by the Department Evaluation Committee (DEC) of which the Department Chairperson may be a member, ex-officio, and by the University-wide Promotion and Tenure Committee. 

Department chairpersons who are not members of the DEC shall submit a separate evaluation which may either be submitted to the DEC for its deliberations or, if so determined by the Senate, submitted as a separate document added to the DEC’s evaluation forwarded to the appropriate Dean, with a copy issued simultaneously to the member. In no case, however, shall a department Chairperson being considered for promotion participate in the promotion evaluation process; being considered for tenure participate in the tenure evaluation process; or being considered for renewal participate in the renewal evaluation process. A copy of any DEC evaluation and recommendation with CSU-AAUP Collective Bargaining Agreement 2007- 2011 22 

supporting reasons shall be given to the member upon issuance. Senate procedures developed pursuant to this article shall satisfy each of the minimum standards set forth in Article 4.11 and may not be inconsistent with this Agreement. Copies of such procedures shall be given to the CSU-AAUP, the administration and all full-time members. 

Annually the Chief Human Resources Officer shall provide computer- generated reports to assist department evaluation committees in determination of member eligibility for renewal, promotion, tenure and related personnel actions. 

4.11.2 Evaluation for Renewal 
Each full-time member on an initial probationary appointment shall receive written evaluation of performance and a corresponding recommendation during the second (2nd) semester of service (after completing a full semester of service) in accordance with the schedule specified in Article 4.11. 

Thereafter, there shall be an annual written evaluation and recommendation as required by the term of the appointment, unless the member has previously received timely notice of non-renewal or is on a final appointment (see Article 4.9), or has resigned effective prior to or at the end of an appointment. The format for these evaluations shall be proposed by the Senate and approved by the President. 

4.11.2.1 Evaluation for Tenure 
A full-time member may be considered for tenure in any year of the probationary period if the member so requests. Denial of tenure prior to the sixth (6th) year of service shall not prejudice subsequent applications for tenure and in no case shall be construed as a ground for termination of employment, but the evaluatory material shall be available as part of the record. The DEC must evaluate a non-tenured full-time member for tenure in the member’s sixth (6th) year of credited service. Evaluations shall be completed and all recommendations shall be forwarded to the President in accordance with the schedule in Table 1. The President shall notify the affected member of the Board of Trustees’ tenure decision by the appropriate date specified in Table 1. CSU-AAUP Collective Bargaining Agreement 2007- 2011 23 

3 The evaluation schedule for those members who are not appointed at the beginning of a semester shall follow the evaluation schedule of members employed at the beginning of the semester closest to their appointment date. 

4 If any of the dates above fall on a weekend or holiday, the deadline shall be the close of the business on the business day preceding the date listed. 

5 All early tenure consideration follows timetable for August appointments. 

*In the absence of the Provost, the President shall assume this role in Articles 4.11.4 through 4.11.14, 4.12 and 4.15. 
TABLE 1 – Evaluation Process Due Dates3,4 
	STEP 
	1st Year Renewals 
	2nd or Later Year Renewals 
	Penultimate Year Tenure Candidates5
	Promotion 
	Professional Assessment 

	Aug. 
	Jan. 
	Aug. 
	Jan. 
	Aug. 
	Jan. 
	All 
	Art. 4.12 

	A 
	Jan20 
	Sep15 
	Mar1 
	Sep15 
	Sep15 
	Sep15 
	Sep15 

	B 
	Sep25 

	C 
	Feb1 
	Oct1 
	Mar15 
	Oct1 
	Oct1 
	Sep20 
	Oct1 
	Oct1 

	D 
	Feb10 
	Oct10 
	Mar30 
	Oct20 
	Oct20 
	Oct10 
	Oct20 
	Nov1 

	E 
	Feb20 
	Oct20 
	Apr15 
	Nov15 
	Nov15 
	Nov1 
	Nov15 
	Dec1 

	F 
	Feb25 
	Oct25 
	May1 
	Dec1 
	Dec18 
	Nov13 
	Dec15 
	Jan1 

	G 
	Mar5 
	Nov25 
	Mar5 

	H 
	Mar1 
	Nov1 
	May31 
	Dec31 
	Apr15 
	Nov30 
	Apr15 
	Feb1 

	I 
	May31 
	Dec31 
	May15 

	Step Description 

	A 
	DEC receives (See Article 4.11.1) and reviews records and notifies members who meet promotion standards or otherwise must be evaluated. 

	B 
	Candidate informs the department Chairperson and DEC Chairperson in writing of desire to be considered for promotion. 

	C 
	DEC Chairperson informs candidates in writing of evaluation process (See Article 4.11.5). 

	D 
	Candidate submits relevant materials for consideration to DEC. 

	E 
	DEC submits evaluations and appropriate recommendations to the Dean. 

	F 
	Dean submits recommendations. 

	G 
	University-wide Promotion and Tenure Committee submits recommendations to the Provost.* 

	H 
	Provost takes required action and informs candidate.* 



Faculty Senate

Approved:  Minutes of May 4, 1992

CRITERION, CATEGORIES, GUIDELINES AND PROCEDURES FOR DEPARTMENTAL EVALUATION COMMITTEES

CONCERNING

EVALUATION AND RECOMMENDATION FOR

RENEWAL, TENURE, PROMOTION OR PROFESSIONAL ASSESSMENT

(FS-77-08-B REVISED BY FS-82-07-B FS-80—11-B, FS-80-16-B)
(FS-84-02-B, FS-84-12-B)

(FS-92-10-B)

P R  E A M B L E:

A Departmental Evaluation Committee (DEC) shall exist within the Committee structure of each department.  The function of the DEC shall be to conduct all personnel evaluation on behalf of the department in accord with the BOT/AAUP Contract Articles 4.11, 4.12, 5.3 (as it applies to promotion) and 5.4.

I.
E v a l u a t i o n / A s s e s s m e n t / R e c o m  m e n d a t i o n  F o r m

Evaluation, professional assessment and recommendation for renewal,


Tenure, and/or promotion are a single process involving a single


Individual.  There shall be one form for evaluation/assessment and 

recommendations.  All evaluations/assessments and recommendations shall

be completed on the form entitled “Evaluation and Recommendation for 

Renewal, Tenure, Promotion or Professional Assessment.”  This form is to be

Completed in triplicate.

II.
C r i t e r i o n   a n d C a t e g o r i e s  f o r P r o f e s s i o n a l  A s s e s s m e n t
The criterion for evaluating shall be the quality of activity, including keeping current in one’s field, within each of the following categories:

A.
Teaching and/or other primary professional function for which the individual receives load credit.
1.
Teaching:  The criteria for determining quality of teaching shall include evidences from the following:  effectiveness of teaching within and outside the classroom in accomplishing the objectives of his/her courses; knowledge of his/her field, such as the ability to teach courses in the department, develop effective new courses and programs, or improve existing courses and programs; ability to establish rapport with students by advising students effectively regarding creative productions, independent study, research, course content and other academic concerns and problems of students.
2.
Other Primary Professional Function:  The criteria for determining competencies of faculty who receive load credit for other professional functions shall include evidences from the following:  effectiveness of professional competency in specialized area of assigned responsibilities and in awareness of his/her field; knowledge of interrelationships of the area to university programs; and ability to establish professional rapport with students and faculty.

B.
Creative activity

The criteria for determining creative activity appropriate to one’s field shall include evidences from the following:  presenting papers at professional conferences, production/performance of artistic works, research, study, and publication.


C.
Productive service to the department and university

The criteria for determining service to a department and the university shall include evidences from the following:  participation in department or school activities; service on university committees; and participation in professionally related community programs.

D.
Professional activity

The criteria for determining participation in professional activity shall include evidences from the following:  offers his/her academic expertise and professional experience to the university, the profession or the community through such activities as lectures, readings, workshops, concerts, consulting services, and creative endeavors; and affiliates or participates in professional groups and associations.
These categories must be weighed in the above order.

III.
Criteria and Categories for Recommendations for Renewal and Tenure
The criterion for evaluating and making renewal and tenure recommendations shall be the quality of activity, including keeping current in one’s field, within each of the following categories:

A.
Teaching and/or other primary professional function  for which the individual receives load credit.

B.
Creative Activity

C.
Service to the department and the university

D.
Professional activity

These categories (as defined in II) must be weighed in this order.  Furthermore, the DEC in making tenure recommendations must consider any special written conditions imposed at the time of initial appointment or any other conditions which were agreed to later in writing.
IV.
Criterion and Categories for Recommendations for Promotion
Eligibility – A faculty member must meet minimum eligibility requirements associated with the respective ranks as specified in AAUP/BOT Contract articles 5.3.1 – 5.3.4 or have credentials and/or experience substantially comparable to the listed standards.  A recommendation for such promotion may be initiated by the individual or the DEC, but shall not be considered further in the absence of a positive recommendation from the DEC (article 5.3.5).

The criterion for evaluating and making promotion recommendations shall be the quality of activity, including keeping current in one’s field, within each of the following categories:

A.
Teaching and/or other primary professional function for which the individual receives load credit

B.
Creative activity

C.
Service to the department and the university

D.
Professional activity

E.
Years in rank

All other qualifications being equal, seniority in terms of length of service and experience in rank shall be the determining factor between the two candidates.  These criteria must be weighed in this order.  A supporting narrative justification for the recommendation shall also be based on these categories.

V.
Evaluation of Tenured Faculty
Each tenured teaching member shall receive a professional assessment evaluation every six years.

VI.
Evaluation of Non-Tenured Faculty
The DEC shall evaluate all non-tenured department members who are in the first year of appointment after completion of a full semester of service.  Subsequently, all non-tenured members shall be evaluated once a year.

VII.
Deadlines
The DEC shall observe the contractual deadlines for evaluation and recommendations for purposes of renewal, tenure and/or promotion.

VIII.
Miscellany
A.
Each faculty member shall see and sign his/her own Professional Assessment for and/or form for Renewal, Tenure, and/or Promotion before it (they) is (are) transmitted to the appropriate Dean.  The faculty member’s signature does not indicate either approval or disapproval.  If the faculty member disagrees with the evaluation/assessment/recommendation, he/she may append a reply to the evaluation/assessment/recommendation within five working days.
B.
For full-time members who are engaged in classroom teaching, the DEC shall obtain and use data from a written student survey instrument.  Each department by majority vote of its full-time members may devise its own procedures for peer and student evaluations in accord with BOT/AAUP Contract Articles 4.11.7, 4.11.8.

C.
The Department Chair may convene the first meeting of the DEC and may serve as an ex-officio member of this committee.

D.
Only tenured faculty members shall serve on DECs.  A member of the DEC shall absent himself/herself from deliberations of the committee when his/her own case is being considered for professional assessment.  In no case shall persons under consideration for promotion serve on the DEC during any deliberations on promotion.

E.
Departments experiencing hardships because a DEC cannot be formed due to the lack of tenured faculty shall submit for committee membership the names of tenured candidates from allied departments to the University President for his approval.

F.
No document shall be placed in an evaluation or assessment file without the knowledge of the faculty member being reviewed.

IX.
Ranking of Faculty

No document containing more than one faculty member’s name shall be initiated by a committee or individual in the evaluation process.  Any ranking of faculty by a committee or individual in the process of  recommending for either promotion or tenure must be recorded on the evaluation form as part of the recommendation.

Nothing in these Procedures shall be interpreted in such a way as to be in conflict with the AAUP/BOT contract; and that to the extent that they may be in conflict with the current contract, or any future amendments of such contract, they are accordingly revised.

Recommendations for DEC in Implementing Requirements

A.
Professional Assessment

1.
In Section I (DATA) complete faculty member’s name, date, department, years of service at CCSU (including current year), present rank, years in present rank (including current year), and for type of evaluation, check Professional Assessment.

2.
Complete Section III (EVALUATION NARRATIVE), addressing each of the categories evaluated.  Attach a page if space is insufficient for the narrative.

3.
Committee members sign and date the form.


B.
Renewal

1.
In Section I (DATA) complete faculty member’s name, date, department, years of service at CCSU (including current year), present rank, years in present rank (including current year), and for type of evaluation, check Renewal.

2.
Complete Section III (EVALUATION NARRATIVE), addressing each of the categories evaluated.  Attach a page if space is insufficient for the narrative.

3.
Complete Section IV (RECOMMENDATION), giving the DEC’s recommendation for or against promotion.

4.
Committee members sign and date the form.

NAME:

INVENTORY OF DOCUMENTS CONSIDERED FOR:








Date Entered

No.
Description of Item

Source

In File

   FS-92-10-B Revision of April, 1992

EVALUATION AND RECOMMENDATION FOR RENEWAL, TENURE,

PROMOTION OR PROFESSIONAL ASSESSMENT

For each category of evaluation and recommendation, one (1) original signed by the DEC and faculty member evaluated and two (2) copies of the signed original.

I.  DATA:


Faculty Member








Date 




Department


Professional Assessment:
  ( Years of Service at CCSU

  

Promotion:

  ( Years of Service at CCSU and at other universities


Renewals:

  ( Years of Service at CCSU

Tenure:


  ( Years at CCSU and credited years granted at initial appointment

  


Present Rank






Years at Present Rank




Requested Rank

Type of recommendation:
  ( Renewal
    Type of Evaluation:  ( Annual (for non-tenured faculty)  




  ( Promotion

  ( Tenure                                                 ( Professional Assessment 

                                                                           (Sexennial for tenured faculty)

Eligibility for Promotion:  ( Appropriate degree and specified years in rank




( 10 years in current rank (Article 5.4)




( Substantially comparable credentials and/or experience (Article 5.3.5)

II.  EVALUATION INSTRUCTIONS (Article 4.11.9)
The criterion for evaluating and recommending full-time members shall be the quality of activity, including keeping current in one’s field, within each of the categories listed below, weighed in the order listed:

1.  Load credit activity for which the member receives load credit or the equivalent, e.g. one or more of the following; teaching, coaching, counseling, department chairperson, division director, library service, research, student supervision, or any other function specified in the letter or appointment or subsequent extension or modifications of such appointment, or identified in a letter of agreement.

2.  Creative activity appropriate to one’s field, such as delivering papers at professional conferences, production/performance of artistic works, research, study, and publication

3.  Productive service to the department and university

4.  Professional activity; e.g. attendance and participation in conferences and workshops, membership service in appropriate professional organizations and professional activity in the community.

5.  Years in rank.

III.  EVALUATION NARRATIVE: COMPLETE FOR ALL EVALUATIONS AND RECOMMENDATIONS.  In the Evaluation Narrative, address each of the categories listed in Section II of this form.  The fifth category, years in rank, applies only to the promotion recommendation. 

See attached

IV. RECOMMENDATION (For Renewal, Tenure and/or Promotion)

Departmental Evaluation Committee: (Please type names and sign at right)

Date:

_________________________________________________________

____________________

_________________________________________________________

____________________

_________________________________________________________

____________________

_________________________________________________________

____________________

Faculty Member Acknowledges Receipt of this Evaluation:

_________________________________________________________

____________________

Within five (5) working days, the faculty member evaluated may append comments which will be attached to this report.

Reviewed by ______________________________________________

___________________


(Name/Title)

Reviewed by ______________________________________________

___________________



(President)

Department of Biology
METHODS FOR ASSESSMENT OF PROMOTION, TENURE, ANNUAL AND SEXENNIAL EVALATION CRITERIA

Preambles:  For the purpose of making a promotion or tenure recommendation, the DEC shall utilize the entire professional history as submitted to it by the candidate on the DEC Informational Questionnaire and as determined from other records.  For the purpose of performing a professional assessment or an annual evaluation the DEC normally shall consider only the activities and performance of the six years (professional assessment) or year (annual evaluation) preceding the evaluation.

Each person eligible for promotion under any criterion (credentials, experience or ten or more years in rank) will be evaluated for promotion by the DEC unless the individual submits and signs the standard departmental letter requesting exemption.

When processing recommendations for renewal, tenure and promotion the DEC shall submit a complete “University Inventory of Documents Considered” form signed by the evaluee.

In evaluating Quality of Teaching  the DEC shall require the following items and shall uniformly apply consideration of these items to all evaluees.

A.
course syllabi

B.
lecture schedule (may be combined with A when a multiple section lecture course is not involved)

C.
copies of examinations or descriptions of similar instruments employed during the most recently completed semester.  (It is understood that all such materials are and remain the property of the person who composed them).

D.
lists of supplementary materials or activities used in relation to lectures and laboratories
E.
student evaluation forms

F.
evidence of keeping current in field

In addition the evaluee may submit and the DEC must consider such other evidence as he or she may 

wish to have employed.  Finally, the evaluee may request a classroom visitation if he or she feels that there
is a discrepancy between his or her performance and the student evaluation of that performance.  AT the 

request of the evaluee, the DEC shall provide the opportunity for the evaluee to meet with the committee.

Service to the University
In evaluating Service to the University the DEC shall seek information from the departmental chair, the

 evaluee’s professional peers, student evaluation forms, and from such documents, records, letters and other

 material as the evaluee may care to submit.  The DEC’s evaluation shall include but not be limited to

 consideration of the practices, services, and activities listed under the subheadings A-D, below.
A.
Responsbility in meeting professional obligations


a.
punctuality in conducting classes


b.
covers material appropriate to the course (follows syllabus)


c.
punctuality in keeping office hours

d.
attendance at and participation in departmental meetings and appropriate divisional activities

e.
responsible use of departmental equipment 

f.
habitual absenteeism

g.
habitual failure to give adequate notice of absence

B.
Service in matters pertaining to the entire university

a.
service in the faculty senate, or standing faculty committees, on ad hoc committees and other appropriate bodies

b.
other appropriate activities relating to the entire university

C.
Service in matters pertaining to the department


a.
service on standing and ad hoc committees


b.
other appropriate departmental service

D.
Service in matters pertaining to student activities


a.
quality of advisement


b.
activities relating to student organizations


c.
other appropriate student related activities (i.e., student research projects and independent
 studies)

Research and Publication
In evaluating Research and Publication the DEC shall examine such copies of published materials, manuscripts, letters solicited from professional colleagues, and other pertinent data which the evaluee may wish to submit.

A.
original research and publication

B.
other facets of Professional Growth.  This category includes, but is not necessarily limited to, such

Activities as textbook writing, collecting and maintaining specimens, attending seminars and institutes in the discipline, developing new and revising old courses, or successfully completing a sabbatical leave.

Professional Activities
In evaluating Professional Activities the DEC shall examine such data as the evaluee may care to submit including copies of papers read before professional groups and letters solicited by the evaluee from professional colleagues.

A.
activity in professional societies

B.
appropriate professional community service

Years in Rank
In evaluating Years in Rank the DEC shall examine appropriate records or datra which the evaluee shall submit.

Terminal Degree
In evaluating Terminal Degree the DEC shall examine appropriate records or data which the evaluee shall submit.

EVALUATION CRITERIA*

FOR PROFESSIONAL ASSESSMENT, PROMOTION & TENURE

TOTAL POINTS

POSSIBLE







POINT RATING

LOAD CREDIT ACTIVITIES


  A           B           C           D           E 
110
Quality of Teaching

30
Knowledge of subject, including recent



developments in the field


30
20
10
05
00


30
Ability to motivate students

30
20
10
05
00


30
Class preparation & organization

30
20
10
05
00


20
Communication skills


30
20
10
05
00

**25

Quality of activities other than teaching


for which load credit was received

25
20
10
05
00

    50

CREATIVE ACTIVITY APPROPRIATE TO



ONE’S FIELD
             25
Original research & public.

25
20
10
05
00

             25
Other facets of prof. Growth

25
20
10
05
00

     40

PRODUCTIVE SERVICE TO THE DEPARTMENT


AND UNIVERSITY

10
Responsibility in meeting professional



obligations



10
08
05
02
00


10
Service in matters pertaining to the



entire university



10
08
05
02
00


10
Service in matters pertaining to the



department



10
08
05
02
00


10
Service in matters pertaining to



student activities



10
08
05
02
00

30

PROFESSIONAL ACTIVITIES

20
Activity in professional societies (levels of



activity shall be scored as follows:  A.  an



officer; B. service on committees; C. attended



meeting; D. membership only

20
15
10
0500


10
Appropriate professional community service
10
08
05
0200

**YEARS IN RANK

*
Criteria e stablished as a general guide to DEC, which is expected to make appropriate adjustment to fit individual candidate’s activities.

**
This category employed only where applicable.

DEPARTMENT OF BIOLOGY
TO:            
All Evaluees

FROM:

DEC

A resume using the following format is requested of all evaluees.  It will be forwarded to the Dean of Arts and Sciences and the Vice President of Academic Affairs.

Those members of the Department who are being considered for annual evaluations, tenure, and an initial CCSU promotion should include all information based on service prior to and since the initial appointment at CCSU.  Evaluees for provessional assessment and other than an initial promotion should include information based only on service since last assessment or promotion.
If any evaluee wishes to include information other than what is requested on the resume format, please do so at the end of the resume.

RESUME

NAME

RANK

Department of Biology

Central Connecticut State University

New Britain, CT  06050

Years and ranks of initial appointment and subsequent promotions at CCSU

Degrees earned, granting institution, year, major, minor

Courses (number and title) taught at C.C.S.U.

Research/scholarly interests, activities, publications.

University committees, subcommittees, and special university assignments.  Indicate years of service and any offices held.

Department committees, subcommittees, and special departmental assignments.  Indicate years of service and any offices held.

Honors, awards, grants

Attendance and participation in conferences and workshops

Membership and service in appropriate professional organizations

Other professional activities including community service

Professional experience prior to appointment at CCSU (for tenure, annual evaluations, renewals, initial CCSU promotions)
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Department of Biology
Evaluation of Part-time Faculty

All part-time faculty are required to conduct student evaluations for each course taught during the first six academic years of their appointment.  Subsequently student evaluations are required sexennially.  However, more frequent evaluations may be requested by the DEC.  For each evaluation, annual or sexennial, the evaluee is required to submit the following to the DEC:

1.
current resume (no required format)

2.
syllabi of courses taught during the academic year of the evaluation

3.
sample quizzes/examinations/handouts from courses taught during the academic year of 


evaluation

4.
(optional) written student comments from course evaluations of the academic year of evaluation

The DEC shall acknowledge the evaluation.

The evaluee must submit the above materials for the evaluations by June 1st in the spring semester of the year of evaluation.
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CSU POLICIES FOR STUDENT EVALUATIONS OF COURSES
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STUDENT EVALUATION OF COURSES
STATEMENT OF PHILOSOPHY

This system for compiling student information and attitudes about university courses rests on a basic belief in the need for continuous evaluation as part of the development of courses and instructional procedures.  Respect for the worth and dignity of university educators is essential to this process.  Evaluations by students should be one vehicle by which individual instructors and administrators in the university together promote instructional quality and maintain high standards.  The entire system should be periodically reviewed, evaluated, and revised as needed.
I.
STATEMENT OF EVALUATION GOALS


The purpose of collecting and compiling data from students about courses and instruction


shall be:


1.
to provide information for the instructor to identify and assess opportunities for



professional development.


2.
to give the instructor data about student attitudes for appropriate consideration.

3.
to contribute generally to the improvement of instruction.


4.
to assist in the development and improvement of courses and programs.


5.
to provide information about student, course procedures, and course instruction


for individual instructors and department evaluation committees.


6.
to permit research on the form and quality of evaluation instruments and



procedures.
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Department of Biology
Procedures for Student Evaluations of Courses

(approved on March 2, 1987)

A.
That the Department of Biology course information survey (student evaluations of 
courses) be administered for the following instructors:


1.
all non-tenured full-time members during both the fall and the spring



semesters


2.
all members eligible for promotion for the preceding two semesters,



unless said member indicates in writing that he or she chooses not to



be considered for promotion


3.
all tenured full-time members for the two semesters prior to sexennial



evaluation


4.
all tenured full-time members during the fall semester of the third year



following his or her last sexennial evaluation

5.
part-time members for the first six years of appointment; thereafter



sexennially


6.
all members of the department on a more frequent schedule at the option



of said member

B.
Only the survey results from the two semesters preceding evaluation for renewal,


Promotion, tenure, or professional assessment are required.

C.
Any faculty member may submit additional course information surveys for


Evaluations and use by the DEC.

D.
All student evaluations must be administered in compliance with the most recent


directions approved by the BOT/AAUP contract and the CCSU Faculty Senate.

E.
The above procedures and the procedures for the Department of Biology Course


Evaluation will become part of Appendix C of the Bylaws of the Department of


Biology.
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RECOMMENDATIONS FROM THE CCSU COURSE EVALUATION REVIEW COMMITTEE

RECOMMENDED PROCEDURES FOR DISTRIBUTION AND ADMINISTRATION OF COURSE INFORMATION SURVEYS

1.
Coordination of plans for administering the survey forms between the beginning of the 12th and the end of the 14th weeks of the term should be by the department chair of a designee.  Advance notice of survey administration in classes should be given to each instructor, and cooperative arrangements such as having instructors administer each other’s survey forms should be encouraged.  Instructors are required to be absent themselves while the survey is being given in their classes.
2.
The person administering the survey in each class should ensure that each student receives a single copy of the survey and the answer sheet, that completed copies and any uncompleted copies are placed in a folder or large envelope, and that they are returned promptly to the department chair or secretary or, if neither is available, to another member of the DEC with whom the evaluee has made prior arrangements.
3.
After the students in a class receive the survey form but before they begin work, the person administering the survey should remind them to follow the instructions printed in capital letters on the Survey Form.

The department chair, secretary, and DEC chair are responsible for filing and returning questionnaires and data.
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Departmental Directions for Conducting the Evaluation
1.
All evaluations are to be done in class.

2.
Laboratory sections of Bio. 112, 121, 122, 133, and 211 will do separate evaluations.
3.
The instructor explains the nature of and directions for the evaluation.  (See attached instruction sheet)

4.
The instructor should write the following information on the board:





course title





semester and date





course section number





course number – e.g., Bio. 121

5.
The instructor should then pass out the answer sheets and direct the students as they fill in the information for course identification purposes only.  PLEASE MAKE SURE THE STUDENTS FILL IN THIS INFORMATION PROPERLY AND COMPLETELY
6.
The instructor shall prepare (in advance) an interdepartmental envelope, which must be labeled with course #, section #, semester & year, and instructor’s name.


NOTE:  On the evaluation to be handed out next (see #7), the top line to be filled in has “course code” – tell the students to indicate Section # in that space.

7. 
The instructor assigns a student to pass out and collect the evaluations.  Please have that student separate the evaluations from the answer sheets, which should be returned to the secretary as well, but outside of the envelope.

8.
For each section, include also the “instruction sheet”, with the top portion filled out by the instructor and #3 entered by the student volunteer.

9.
Pencil rather than pen is required.
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CENTRAL CONNECTICUT STATE UNIVERSITY
Department of Biology

COURSE INFORMATION SURVEY

Bio. _______

Section No. ________

Instructor ___________________

The major reasons for collecting this information are to help assess courses and improve 
Instruction.  Thank you for your assistance in this process.  Your responses to the items 

on this form will be anonymous.

ATTENTION:  PLEASE PRINT THE COURSE TITLE, SEMESTER AND DATE

ON THE BLANK LINES  ON THE ANSWER SHEET PROVIDED.  FILL IN THE

COURSE SECTION NUMBER UNDER “SEC. NO.”  PUT THE COURSE NUMBER

IN THE SPACE LABELED “TEST NO.” UNDER “LAST NAME”, PUT THE

DEPARTMENT NAME FOR YOUR MAJOR (e.g., ENGLISH, BIOLOGY, 

MARKETING).  UNDECLARED MAJORS: USE “UNDECLARED.”  MARK THE
CORRESPONDING NUMBER OR LETTER BELOW THE BOXES.

Part I:  The following items ask you to give your impression about parts of the course


content and the course instruction.  Please answer each item by marking only


one answer from this scale:


A = I strongly agree with this statement.

B = I agree with this statement.


C = I disagree with this statement.

D = I strongly disagree with this statement.


E = The statement does not apply or I am uncertain.

1.
The instructor appears to have a good grasp of the subject matter.

2.
The subject matter presented increases your understanding and appreciation of the subject and recent developments in the field.

3.
Students are dealt with fairly and impartially.

4.
The class is conducted in an atmosphere which stimulates thinking, interest, and enthusiasm and in which students feel free to ask questions and express their ideas.

5.
The instructor is well prepared and uses class time effectively.

6.
Examinations conform to stated course objectives and contents.
7.
Course objectives and material are presented clearly.

8.
Effective teaching skills are displayed which take into consideration whatever limitations may be imposed by the subject matter and class size.

9.
Instructor is available during office hours and provides help when it is requested.

10.
Classes are met regularly and promptly.

Part II

A.
The following questions are designed to provide a student profile:  Underline the appropriate responses.


1.
This course is being taken to satisfy:



Major, minor,
general education requirements, free elective, graduate



Program


2.
At CCSU, you have already completed hoe many courses in biology:



0,       1,       2-3,       4-5,           Over 5

3.
How many courses in biology have you completed at other colleges and universities:

0,       1,       2-3,       4-5,           Over 5

4.
Your interest level in this course before entering it can be described as:


high,       above average,       average,       below average,       low

5.
What grade do you expect in this course:


A,      B,      C,      D,      F

6.
Your overall estimated cumulative grade average is (if a graduate student, give your final undergraduate cumulative average):


4-3.5,       3.49-3.0,            2.99-2.5,          2.49-2.0,             below 2.0

B. 
Provide written answers to the following questions.  Include in your answer,

when appropriate, any comments which will clarify your ratings in questions 1-10 
Part I.


1.
What are the strengths of this course and instructor?


2.
What are the weaknesses of this course and instructor?


3.
What recommendations do you have to improve the course and/or the



instructor’s teaching?


4.
Please list any especially important learning experiences related to this



course.


Other comments:

APPENDIX D

SUMMER PRIORITY DOCUMENT
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Summer Priority Document 12-9-78

Revised 5-2-83

Revised 2-9-93

ORDER OF PRIORITY FOR ASSIGNMENT TO ONE “GUARANTEED” COURSE AMONG THOSE QUALIFIED TO TEACH THE NEEDED COURSES.  AFTER ASSIGNMENT OF THE FIRST COURSES, SECOND COURSE ASSIGNMENTS WILL BE BASED ON THE SAME PRIORITY LIST.

Priority 

1.
Chair or Chair Designate of the Department (A course in addition to chairman’s administrative load).  Administrative load will not count in future priority determinations.

2.
Faculty members within three years of retirement.  (This priority can only be applied for three summers).  Priorities within this category will be determined by applying 3 (a).

3.
(a)
Remaining full time faculty members ranked according to the number

of load hours taught in the three consecutive preceding summer sessions so that the individual with the lowest number of hours will have the highest priority.  Ties will be broken in favor of those whose previous year’s load hours taught is least.  Remaining ties will be broken by extending the process to the years previous until the tie is broken.

(b)
New faculty members, in the first three years of appointment, shall be considered to have taught 3 load hours, during each of the three previous summers.

(c)
Time spent in leave shall accrue for purposes of summer school assignments and tie-breaking.
(d)
If a faculty member within three years of retirement loses all of the assigned load, the lowest priority individual shall relinquish one course to the former (provided the instructor is qualified to teach this course).  Agreement shall be reached by the individuals directly involved in consultation with the Department Chair.

(e)
Summer priority is unaffected by outside employment or by university teaching assignments outside the offerings of the Department of Biology.

4.
A priority list will be prepared each year.
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APPENDIX E

MISSION STATEMENT,

STATEMENT OF EDUCATIONAL GOALS,

AND EXPECTED LEARNING OUTCOMES OF

THE DEPARTMENT OF BIOLOGICAL SCIENCES
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MISSION STATEMENT

DEPARTMENT OF BIOLOGY

Members of a multicultural society should be aware of the significant biological ideas which can impact their lives and allow them to better central their individual and collective destinies.  The Department of Biology is committed to excellence in teaching and learning biological sciences.  The Department believes that all students, both majors and non-majors, should have access to well-taught and well-organized biology courses dealing with the major intellectual achievements of both classical and contemporary biology – the phenomenon of life, the human body, the biosphere, and the evolutionary history common to all organisms.  Developments in the biological sciences increasingly affect the lives of all individuals.  Students must be adequately prepared to participate effectively in making decisions about the ethical, social, political, and economic issues which are raised by new developments in the biological sciences.

In addition, those students who have majors or minors in biology must be aware of the unifying concepts of contemporary biology as well as the diversity in the discipline.  The Department recognizes that these students have various interests in biology.  Some students aspire to graduate or professional education.  Others seek the skills necessary to enter the job market upon graduation.  The department believes it has the obligation and abilities to serve these diverse interests and will actively pursue this belief both in and out of the classroom.

The Department is also committed to serving the people and the learning institutions of Connecticut.  The Department interacts within the community, both within and outside Connecticut, through its internships, outreach activities, memberships on various advisory boards, and accessibility to individuals and groups in providing information on areas of specialization.  At the same time, we improve and extend educational opportunities for the students of Central Connecticut State University.

Through teaching, research, and outreach, the Department o Biology encourages and nurtures creative and scholarly activity.  We stress faculty and student involvement with the metropolitan community of Central Connecticut. 
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EDUCATIONAL GOALS

DEPARTMENT OF BIOLOGY

In order to provide a high quality education for its students, the Department of Biology has the following goals:
1.
to present all students with sound biological information to allow them to become biologically well-informed and responsible citizens with an appreciation of the living world;

2.
to develop programs for students majoring or minoring in biology or interdisciplinary sciences that will allow the acquisition of a sound knowledge of:

a.
the quantitative and qualitative methods of biological sciences through extensive first-hand laboratory experiences and the development of undergraduate research opportunities.

b.
the history of biology and the relationship between biology and other disciplines.

c.
explanations of life with emphasis on the mechanistic view, including homeostatic mechanisms.
d.
heredity, development, evolution, and the diversity of all forms of life.

e.
the ecological principles that structure the biosphere.

f.
the effective use of biological literature;

3.
to increase research opportunities for both undergraduate and graduate students;

4.
to increase career options for students;

5.
to increase opportunities for students to interact with one another and with the community;

6.
to recognize student achievement in both academics and service to the University community;

7.
to develop outreach activities for both students and faculty;

8.
to enhance teaching with opportunities for professional development for the faculty;

9.
to increase the diversity and number of students in the field of biology;
10.
to have an advising system attentive to student needs;

11.
to promote an active role for the faculty and students in the governance of the Department and the University.
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EXPECTED LEARNING OUTCOMES

DEPARTMENT OF BIOLOGY

1.
Students will have learned a foundation of knowledge representing the broad field of biological sciences, and will have developed depth in an area of specialization.

2.
Students will be able to develop a research hypothesis and a methodology for testing that hypothesis.

3.
Students will be able to communicate as scientists: they will be able to prepare written research proposals and be able to analyze and present data.

4.
Students will be able to understand and assess a research article from the primary literature and understand it well enough (or do the background reading necessary) to explain it in simple terms to a non-scientist.

5.
Students will be prepared for graduate or professional programs and for entry level positions in their areas of specialization.
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TRAVEL FUNDS PRIORITIES

Departmental Planning and Budget Committee

Introduction
Presentation of papers and attendance at professional meetings are vital sources of faculty 

development that are encouraged by the Department of Biology.  It is the responsibility

of the Department Planning and Budget Committee to equitably distribute the available

travel funds in a manner that will support and promote the advancement of both the

faculty and the department to the greatest extent possible.

For each professional meeting, faculty members must submit a travel support request by

September 15 of the academic year.  This deadline may be expanded by the Department

Chair.  Each request must be ranked in descending order of preference on the request 

Form.  All of the various costs must be estimated if exact amounts are not available.

Partial support expected from other funds or grants must be included in the request.

Each department member will be given some support for an activity ranked first on his 

or her request regardless of the departmental priority.

Priorities
The Planning and Budget Committee shall consider the following priorities (from high

To low) in the allocation of travel funds to department members.  Also, any individuals

travel allocations in the previous three years may reduce that individual’s allocation in

the year under consideration, if funds are inadequate to fully support travel.
Priorities:

1.
The pre-health professions advisor and the nurse anesthesia coordinator to 


enable them to discharge the duties of their positions (An additional allocation,


as part of the total departmental allocation, is received for this purpose; and may determine the extent of support for these purposes);

2.
Departmental faculty accompanying students to Professional Meetings including the Eastern Colleges Science Conference;
3.
Members of the department presenting papers at conventions or similar events or who are society officers;

4.
Members of the department attending out-of-state conventions or similar events;

5.
Members of the department attending in-state conventions or similar events.

According to the AAUP contract, section 8.5.1, sentence 3: “Each full-time faculty 

Member shall normally not be allowed more than $1,500.00 per contract year toward the

Cost of fees, travel, food and lodging. . .”
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RESEARCH MISSION STATEMENT


The research mission at CCSU is distinct from that at traditionally “research-

oriented” universities.  The distinction lies, not in whether the research is “applied” or

“basic,” but in the very purpose of the research endeavor itself.  At a research institution,
the primary purpose of research is to advance human understanding of the natural or

social world, generally as a service to the state, scientific, and/or academic communities.

At CCSU, while our generally smaller research programs often provide the same benefit 

to humanity in terms of the generation of new knowledge, their primary purpose is quite

different.  Our research programs are distinct because they serve the needs of our under-

graduate and Master’s-level students first, and are best described as “student-centered.”

A student-centered research program aims primarily to involve students in every aspect

of  the research endeavor – from experimental concept to proposal, grant application, 

data collection, analysis, write-up, presentation, and publication.  While at a research 

university, these activities almost exclusively involve faculty, doctoral, and post-doctoral

students, at CCSU, our undergraduate and Master’s level students have access to and in

large part carry out all of these functions.  Thus, student-centered research serves our

students’ educational needs by providing them with real, practical research training.


The impact of this particular type of educational experience on our students is
overwhelmingly positive and profound.  First, our research students quickly develop a
sense of purpose and of belonging to CCSU.  They spend more time on campus, get 

involved in more campus activities, and take more advantage of helpful campus services,

resources and programs.  They “take charge” of the scope and direction of their

university education, and they, earlier than other students, develop concrete
educational career goals.  For many students, their research builds into an

individualized, meaningful capstone experience, which can include travel to and

presentation – by the student – of their research product, or, for some, publication in the

scientific or academic literature.  This educational opportunity has also been a critical

ingredient for many CCSU students who have gained acceptance to advanced-degree

professional programs, as admission committees see evidence that our students have 

already carried out real research – from inception to completion – and therefore know

what to expect from (and can handle) both a graduate curriculum (at a research-centered

institution) as well as a career in academia, science, or medicine.

-statement approved by faculty, Department of Biology

 February 2, 1998
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Central Connecticut State University

Department of Biology

Request for Reassigned Time for Research

Semester/Year ______________

Recommendations for reassigned time for research are made by the departmental

Planning and Budget Committee to the Dean of Arts and Sciences.  Recommendations 

are based on (1) the request received; (2) the number of hours previously awarded; and

(3) evidence of progress made with previously awarded reassigned time.  Faculty 

members with no previously awarded time will be given priority.  The goal of reassigned

time for research is to allow all faculty to make progress with individual or 

student/faculty research.

Name __________________________________________________________________

Title of Project ___________________________________________________________

Number of credits requested ________________________________________________

Description of project (limit your description to the space below):
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Indicate the most recent previous semester in which you receive reassigned time for

research. _______________________________________________________________

What was the name of your project? _________________________________________

Describe the progress which the previously awarded reassigned time allowed you to

make on your research, e.g. grants, special projects, eastern colleges science conference,

publications, presentations.  Limit your description to the space below. 
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